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Chapter 1: Introduction 
 

Policy, Purpose and Plan 
 
The City of Eugene deems Language Access an important part of equity and human rights within its 
community. As a recipient of federal financial aid, it is the policy of the City of Eugene, Public Works 
Engineering (PWE) that no person be discriminated based on their national origin, including any persons 
with limited English proficiency (LEP). This Language Access Plan ensures that, consistent with Title VI, 
persons with limited ability to speak, write, or understand the English language have timely, meaningful 
access to federally funded programs, activities, and services in the City of Eugene.  
 
For individuals with levels of limited English proficiency, it may be challenging to understand and exercise 
important rights, comply with relevant responsibilities, or understand vital information provided by the 
City of Eugene. Thus, PWE staff shall inform members of the public that the City of Eugene will provide 
timely, free-of-charge language assistance services and resources, in order to ensure meaningful access 
to PWE programs, federally funded or otherwise. 
 
This Language Access Plan seeks to reduce language barriers that may preclude LEP individuals from 
meaningful access to rights, programs, information, services, and effective communication with PWE 
staff. In accordance with federal guidelines, the Plan incorporates a Four-Factor Analysis to determine the 
extent to which PWE shall provide language assistance services to Eugene residents (i.e. anyone who 
lives, works, or visits the city of Eugene). These four factors include:  
 

• Population: the number or proportion of LEP persons eligible to be served or likely to be 
encountered by the program 

• Frequency: the frequency with which LEP individuals come in contact with the program or have 
requested services 

• Urgency: the nature and importance of the program, activity, or service provided by the program 
to people’s lives 

• Overall Budget: the resources available and costs assumed in providing LEP access  
 
In compliance with federal guidelines, this Language Access Plan addresses in detail the following 
elements: (a) identification of LEP persons who need language assistance; (b) identification of ways in 
which language assistance will be provided; (c) staff training on language access tools and resources; (d) 
techniques for notifying LEP persons about available language assistance; (e) monitoring and updating of 
the LEP policy. 
 
This policy and plan establishes effective guidelines for PWE staff to follow when interacting with or 
providing services to LEP individuals, consistent with the Title VI of the Civil Rights Act of 1964 and 
Executive Order 13166 (Appendix A). LEP individuals are entitled to language assistance for programs and 
services through the City of Eugene. As stated in the Executive Order, agencies receiving federal 
assistance should develop creative and effective solutions to address the needs of this ever-growing 
population of individuals whose primary language is not English, but who play an essential role in our 
local communities. 
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Background  

The population of the City of Eugene is estimated at 167,780 (July 2017), based on the Portland State 
University Population Research Center’s April 2018 summary1. The City of Eugene also includes 23 
different neighborhoods and neighborhood associations across the city.  

Demographics show that Eugene is comprised of individuals who speak predominantly English, with less 
than 10% of individuals reporting that they speak a language other than English. Approximately 3% of 
those who speak a language other than English are considered to have limited English proficiency (LEP), 
which is consistent with the total population of LEP individuals for the entire Eugene population 
(approximately 3%). The top five most predominant languages spoken in Eugene, other than English, are 
Spanish, Chinese (Mandarin and Cantonese), Korean, Japanese and Arabic.  
 

Authorities 
 
PWE is a recipient of federal financial assistance, and is required to comply with all nondiscrimination 
laws and regulations, including the Title VI of the Civil Rights Act of 1964.  
 
CIVIL RIGHTS 
Title VI of the Civil Rights Act of 1964 precludes discrimination of any persons in the United States based 
on race, color, or national origin by any entity or agency receiving federal funds. Subsequently, legislation 
has expanded Title VI protections to also include gender, age, and disability anti-discrimination statutes. 
The Civil Rights Restoration Act of 1987 establishes that Title VI applies to all programs and activities of 
federal aid recipients, sub-recipients, and contractors, whether those programs are federally funded or 
not. 
 
The City of Eugene has adopted a “Non-Discrimination Policy Statement” (signed by the City Manager on 
August 25, 2009) and has executed a “Non-Discrimination Agreement for Certified Local Agencies” (also 
signed by the City Manager on August 25, 2009) in order to comply with the Title VI requirements and the 
Oregon Department of Transportation (ODOT) Local Agency Certification program (Appendix B).  This 
Language Access Plan enhances the work of the City of Eugene’s 2009 statements and is in accordance 
with Executive Order 13166, “Improving Access to Services for Persons with Limited English Proficiency.” 
Additionally, the City of Eugene has adopted a local ordinance, Eugene City Code 4.613 (Appendix B) that 
defines non-discrimination in employment practices, city contracts, housing practices, and public 
accommodation practices. The City’s ordinance addresses non-discrimination based upon race, religion, 
color, sex, national origin, ethnicity, marital status, familial status, age, sexual orientation, source of 
income, and disability. 
 
The City of Eugene Council passed Council Resolution NO. 5174, “A Resolution Declaring the City of 
Eugene’s Commitment to Being a Welcoming, Inclusive, and Safe Community for Everyone”, in November 
2016, in which the City of Eugene vows to create a community free of discrimination based on age, faith, 
race, national origin, immigration status, gender identity, ability, ethnicity, housing status, sexual 
orientation, economic status or other social status 
(file:///C:/Users/cewelej/Downloads/ResolutionNo5174_InclusiveCommunity.pdf).  
 
 
                                                      
1 https://www.pdx.edu/prc/annual-population-estimates 
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LIMITED ENGLISH PROFICIENCY  
The City of Eugene recognizes Language Access as an important part of equity and human rights practices 
and incorporates language access into each department’s Equity and Human Rights Plan. PWE’s approach 
to Language Access is in alignment with the Office of Human Rights and Neighborhood Involvement’s best 
practices. The City of Eugene defines appropriate “Language Access” for residents by the following 
benchmarks:  
 

• Residents are aware of what City services and benefits exist and are available to them 
• Residents can understand what these services and benefits include 
• Residents can receive the services for which they are eligible 
• Residents can communicate the relevant circumstances of their situation when requesting 

services and assistance 
 
Executive Order 13166 is designed to improve access to federally funded programs and services for 
persons who, as a result of their identity, have limited abilities in English and cannot fully and equally 
participate in or benefit from those programs and services. The scope of this Language Access Plan 
addresses the federal funding that PWE, receives for capital projects (e.g. right of way, roads, etc.) 
Consistent with the Executive Order, this Plan both 1) examines the services provided by PWE to the 
public and identifies any needs based on the number and nature of LEP populations who may access or 
seek access to PWE programs and services; and 2) develops and leads the implementation of a relevant 
language access system that provides timely and meaningful access to PWE programs and services for LEP 
individuals and communities in Eugene. This Plan is consistent with the standards provided in the 
Department of Justice LEP Guidance (“Enforcement of Title VI of the Civil Rights Act of 1964 – National 
Origin Discrimination Against Persons with Limited English Proficiency”) as well as expanded the U.S. 
Department of Transportation Policy Guidance (“Policy Guidance Concerning Recipients’ Responsibilities 
to Limited English Proficient (LEP) Persons,” 2005).  
 
The below federal guidance, although not a requirement, describes how PWE should plan for and provide 
meaningful access to services for LEP residents depending on the significance (number or percentage) of 
each non-English LEP language group: 
 

Safe Harbor: The following action will be considered strong evidence of compliance with 
the recipient’s written-translation obligations: The DOJ recipient provides written 
translations of vital documents for each eligible LEP language group that constitutes five 
percent or 1,000, whichever is less, of the population of persons eligible to be served or 
likely to be affected or encountered (US DOJ Guidance to Federal Financial Assistance 
Regarding Title VI Prohibition Against National Origin Discrimination Affecting Limited 
English Proficient Persons). 
 

Additionally, LEP Guidance advises each federal department or agency to “take reasonable steps to 
ensure ‘meaningful’ access [to LEP individuals] to the information and services they provide.” The LEP 
Guidance defines “reasonable steps” as the following: 
 

[W]hat constitutes reasonable steps to ensure meaningful access will be contingent on a 
number of factors. Among the factors to be considered are the number or proportion of 
LEP persons in the eligible service population, the frequency with which LEP individuals 
come in contact with the program, the importance of the service provided by the 
program, and the resources available to the [agency]. 
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LEP Guidance explains what constitutes “reasonable steps” in providing oral and written services in 
languages other than English should be determined on a case-by-case basis and should consider all four 
factors identified in the Four Factor analysis approach. A Four Factor analysis provides deeper context for 
identifying what language assistance services are appropriate. The following Factor Four analysis assists in 
defining “reasonable steps” and how to plan for populations of LEP individuals who speak diverse non-
English languages in Eugene. Consistent with LEP Guidance, the subsequent content contains an 
implementation plan that address the need(s) of the LEP population it services in Eugene with the 
following elements: 
 

• Identification of LEP individuals needing language assistance 
• Language assistance measures 
• Staff Training 
• Providing notices to LEP persons 
• Monitoring and updating the Language Access Plan 

 
As FHWA recipient, PWE is required to submit a Language Access Plan as part of standard Title VI 
regulations. In some circumstances (e.g. complaint investigations or compliance reviews), the PWE may 
be required to provide federal agencies with a copy of any plan developed by PWE. 
 

Chapter 2: Four Factor Analysis 
 
PWE conducted a Four-Factor Analysis to determine the extent of the City’s obligation to provide LEP 
individuals meaningful access to programs, activities, services, and information. The findings from PWE’s 
Four Factor analysis are provided in detail below and are organized in sections by the following four 
elements: 
 

1) Number or proportion of people 
2) Frequency of contact with the program 
3) Nature and importance of the program  
4) Available resources and cost 

 

Factor 1: Number of Proportion of People 
 
The purpose of this factor is to determine the number or proportion of people served or likely to be 
encountered, who, without efforts to remove language barriers, could be excluded from engaging with or 
understanding the nature of a PWE program or activity. The following data defines LEP individuals as 
persons who speak English less than “well”. Data about whether or not a person speaks English “well” is 
dependent on the own person’s perception about his or her own ability. Additionally, since census data is 
provided by only one person from the household, sometimes the determination about whether or not a 
person speaks English “well” depends on the perception of another person in the household.  
 
LEP populations exist within Eugene, but are a small fraction of the overall population. Demographic data 
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was collected from the Statistical Atlas2 and the American Community Survey3 from the United States 
Census Bureau). According to U.S. census data, LEP populations make up approximately 2.5% of the total 
population of Eugene. However, the number and percent of Spanish speakers, who have the potential to 
be LEP exceed the 5% or 1,000 persons threshold defined by the federal Safe Harbor provision. LEP 
individuals who speak Spanish as their primary language account for 1,425 people (22.5%). 

 
People who speak English as a second language come from a variety of lingual backgrounds. In addition to 
Spanish, Eugene residents also speak Indo-European languages (3,874) with 14.4% having the potential to 
be LEP. Of the 5,165 Asian and Pacific Language speakers, 37.3% speak English less than “very well”. 
Other languages comprise 273 Eugene residents with approximately 48.4% of them having the potential 
to be LEP persons. ACS data does not specify which languages within each language group are spoken in 
Eugene, outside of Spanish.  
 
Data from the Statistical Atlas4 reports that the language with the greatest percentage of LEP potential in 
Lane County is Chinese (approximately 2,262 people) with more than half (51.2%) of the Chinese-
speaking population in Lane County predominantly residing in the Eugene-Springfield area. Similarly, the 
highest concentrations of Spanish-speaking population in Lane County (approximately 4.8% of the total 
population of Lane County) resides in the Eugene-Springfield area (5.42%). Without more accurate data 
for Eugene alone, it is not possible to know if other LEP persons speaking a language other than English or 

                                                      
2 https://statisticalatlas.com/United-States  
3 https://www.census.gov/programs-surveys 
4 Central Lane MPO “Title VI and Environmental Justice Plan” (July 2018, Lane Council of Governments.) 

Table A: Language Spoken at Home 
Eugene, Oregon (2017), American Community Survey 

 

Language Total Percent 

Speak 
English 
Only or  
"Very 
Well" 

Percent 
Speak 

English 
Only or 
"Very 
Well" 

Speak 
English 

Less 
Than 
"Very 
Well" 

Percent 
Speak 

English 
Less Than 

"Very 
Well" 

Population 5 years and older 161,616 (x) 157,575 97.5% 4,041 2.5% 
Speak only English 145,968 90.3% (x) (x) (x) (x) 

Speak a language other than 
English 15,648 9.7% 11, 607 74.2% 4,041 25.8% 

              
SPEAK A LANGUAGE OTHER 

THAN ENGLISH 
      

Spanish 6,336 3.9% 4,911 77.5% 1,425 22.5% 
Indo-European languages 3,874 2.4% 3,317 85.6% 557 14.4% 

Asian and Pacific Languages 5,165 3.2% 3,238 62.7% 1,927 37.3% 
Other languages 273 0.2% 141 51.6% 132 48.4% 
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Spanish meet the 5% or 1,000 person threshold of the Safe Harbor provision. 
 
In 2012, the City of Eugene Equity and Human Rights Office conducted outreach to LEP populations and 
produced a report that included a multifaceted outreach approach (i.e. stakeholder interviews, focus 
group discussions, class visits, and surveys). Priority languages were chosen by considering 2010 US 
Census Bureau data on language spoken in the home in Eugene, along with data collected from Bethel 
and 4-J School districts. School data can often provide more accurate data, assuming that LEP populations 
do not always participate fully in Census polling, and therefore are likely underrepresented. Based on the 
data, the top five most commonly spoken languages reported in the Eugene area include Spanish, 
Chinese (simplified), Korean, Japanese, and Arabic (modern standard). 
 
The majority of people who speak a primary language other than English also speak English very well 
(97.5%). Data from the American Community Survey (ACS) suggests that of the 273 individuals in Eugene, 
who speak a language other than Spanish, Asian and Pacific Island languages, and other Indo-European 
languages, just 51.6% speak English very well, although the percentage compared to  the total Eugene 

WILLER Jenifer M
School district data?
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population is low and the data does not specify which languages this includes. 
 
EUGENE HOUSEHOLDS 
Eugene household data derives from the 2017 data on household language use and English-speaking 
ability from the ACS5, which refers to these types of households as “limited English speaking households”. 
The ACS considers a household a "limited English speaking household" when a household contains no 
member 14 years old and over who (1) speaks only English or who (2) speaks a non-English language and 
speaks English "very well." In this case, all members 14 years old and over would have at least some 
difficulty with English. By definition, English-only households cannot belong to this group.  
 
Of the 70,253 households in Eugene, only 1.4% have the potential to be limited English speaking. Of those 
households, Spanish is the most commonly-spoken language, other than English, at approximately 4.7% 
of all Eugene households, and with 3.2% of those Spanish-speaking households reported as LEP 
households. Asian and Pacific Island language are the next most common language spoken in Eugene 
households (4.1%), other than English, with a higher percentage of potential LEP households (26.8%).  
 

 
Considering the overall language and LEP demographic data, the City of Eugene shall focus primarily on 
the Spanish language because it is the biggest need in the Eugene community and also meets the Safe 
Harbor provision secondary threshold of at least 1,000 residents. Further demographic assessments of 
individual PWE project locations will help determine whether PWE should provide written translation of 
vital documents for specific project work in order to serve this primary non-English population. 
Subsequent annual updates to the Language Access Plan will address different language priorities as 
community needs change and evolve. 
 

Factor 2: Frequency of Contact with the Program 
 
Title VI obligations will differ for programs with little contact to LEP individuals compared to ones that 
serve a large LEP population and where its core business is to provide projects, programs, and services to 
the general public. Frequency or contact may also vary based on specific geographic areas. As a whole, 
the LEP population is a small fraction (2.5%) of the total population of Eugene. Thus, contact with LEP 

                                                      
5 https://factfinder.census.gov/faces/tableservices/jsf/pages/productview.xhtml?pid=ACS_17_1YR_S1602&prodType=table 

Table B: Limited English Speaking Households 
Eugene, Oregon (2017), American Community Survey 

Language Total 
Residents 

Percent 
of 

Residents 

Limited English-
speaking 

households 

Percent limited 
English-speaking 

households 
All Households 70,253 (x) 952 1.40% 

Spanish-speaking households 3,315 4.70% 105 3.20% 
Indo-European languages 2665 3.80% 32 1.20% 

Asian and Pacific Languages 2,868 4.10% 770 26.80% 
Other languages 185 0.30% 45 24.30% 
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individuals is expected to be infrequent. PWE’s core business, however, is to provide services to the 
general public. Thus, any staff interaction with the public has the potential to also interact with LEP 
individuals.  
 
To better understand the frequency of contact staff have with LEP individuals, PWE staff completed a 
survey (Appendix E) with details about their encounters and knowledge of language access resources for 
LEP persons. Twenty-seven staff from five different teams within PWE responded. Of the 27 respondents, 
96% stated that they work directly with the public as part of their work and 74% of respondents work on 
projects that receive federal funding. Approximately 37% have previously encountered language barriers 
with the public, while 56% of respondents state that they have not interacted with potential LEP 
individuals in their work. When asked which non-English languages they encountered, 81% of 
respondents selected Spanish as the primary non-English language. Other languages identified in the 
survey responses were Chinese (11%), Korean (7%), Japanese (4%), Arabic (4%), German (4%), 
Vietnamese (4%) and ASL (American Sign Language, 4%). Approximately 7% of staff respondents were 
unsure which languages they had encountered in their work. Lastly, staff were asked to identify how often 
they had encountered an LEP individual in their work. As shown in the table below, almost half (48%) 
encountered LEP individuals approximately one to three times a year and 26% have never encountered 
an LEP individual during their work in PWE. 
 
The results of the staff surveys are consistent with the relevant census data findings, which show Spanish 
as the most commonly-encountered non-English language. However, although most respondents interact 
with the public during their work, only 37% stated that they had interacted with an identified LEP 
individual during their work, which suggests that the frequency to which staff interact with an individual 
whose primary language is Spanish and does not speak English “very well” is low. Although we do not 
have explicit data, it is likely that some Eugene neighborhoods may have a higher concentration of 
Spanish speakers who are also LEP compared to others. Thus, project demographic assessments will be 
necessary to determine when and where materials should be proactively translated into Spanish for 
particular project work. 
 

Table C: How often do you encounter an LEP 
individual during your work? 

Frequency Number of 
Respondents 

Percent of 
Respondents 

approximately 1-3 times a year 13 48% 
once a month 3 11% 

once a week 1 4% 
daily 0 0% 

constantly 0 0% 
never 7 26% 

 
As most federally-funded programs in PWE are transportation or pavement preservation projects, it is 
more likely that PWE staff will reach out to communities within work locations where LEP individuals live 
and/or work. It is less likely that LEP individuals will seek direct services through PWE, unless they are 
seeking to submit a civil rights complaint. Additionally, it may be assumed that just because LEP 
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individuals do not seek assistance for information regarding PWE programs or projects, this does not 
mean that they do not want to know the information. Thus, PWE will follow designated steps described 
below to proactively plan for encounters with LEP individuals or for the impact that PWE work may have 
on LEP individuals. 

 
Factor 3: Nature and Importance of the Program 
 
The purpose of this factor is to assess the nature and importance of the program, activity, or service 
provided by the agency. The more important the activity, information, service or program, or the greater 
the possible consequences of the contact to LEP individuals, the more likely language services will be 
needed.  

The previously mentioned 2012 City of Eugene LEP outreach report provided conclusions regarding how 
LEP individuals encounter staff and programs at the City level. In general, the report findings revealed 
that LEP populations have a very low level of understanding about how Eugene City government works in 
their community and that accessing the City without this basic understanding was challenging at best, if 
not impossible, when compounded by linguistic and cultural barriers. 

A 2011 City of Eugene Neighborhood Analysis provides quantitative data about the current state and 
character of the City of Eugene and Eugene’s neighborhoods, and it also emphasizes that a 
comprehensive and intentional understanding of the people and places being served is essential to doing 
good community work. Thus, the report provides a comparability study between 23 Eugene 
neighborhoods (does not include the University of Oregon or Eugene High School Campus) that shows 
how respective neighborhoods engage in City of Eugene infrastructure, alternative transportation and 
other programs and services provided by the City of Eugene. More specifically, the report shows that 
transportation use is important to quality of life, especially when considering neighborhood development 
issues such as street size, parking, the location of employment (commuting), and the safety of our streets. 
Almost 68% of City of Eugene Neighborhoods commute to work by car, truck or van, while 9.2% carpool 
and upwards of 7.1% bike to work. Additionally, 5.4% of residents take a bus and 5.3% of residents walk 
to work. Approximately 53% of commuters report that they spend anywhere between 10-20 minutes 
traveling to work. 
 
PWE receives federal funding for capital projects and pavement preservation projects, which have a large 
impact on residents’ daily transportation options and barriers. Thus, PWE monitors Title VI compliance in 
each of the following five program areas: 
 

1) Program development (planning) 
2) Project development (NEPA, permitting, and design) 
3) Right-of-way 
4) Advertising, bid, and award 
5) Construction 

 
Each of these phases involve public engagement opportunities, especially at the planning stage which 
enables the public to get involved early in the life or a project and enables staff to customize 
communication tools (particularly language access) for subsequent steps of project development and 
delivery. LEP implications along the project development and delivery process include: comprehending 
the scope of the project and how it may affect individual properties; effectively participating in the public 
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dialogue to influence the design; consent to right-of-way acquisition; and understanding construction 
activities and potential detour routes or other temporary restrictions to transportation activity.  
 
The City of Eugene has comprehensive Public Participation Guidelines (USA, City of Eugene, Oregon. 
Public Participation Guidelines, City of Eugene, July 2011. July 2011, January 2014. http://www.eugene-
or.gov/documentcenter/view/2227) to assist staff in planning and conducting public meetings. The 
guidelines and appendices encourage staff to address the language access needs of their target 
population during the planning including translation and interpretation services, as well as other formats 
or specialized equipment for sight or hearing impaired persons. The document is a useful tool for Project 
Managers as they design their public outreach materials and organize community meetings about 
upcoming projects. 
 
Additionally, communication plans are developed for major capital projects. The plans include goals and 
strategies for public involvement and public information. Key audiences are identified, and times and 
locations for public meetings and open houses are determined by the needs and preferences of key 
audiences. 
 

Factor 4: Available Resources and Cost 
 
Although the cost of notifying and addressing the needs of LEP populations have not been a significant 
factor in recent history of PWE projects, the personnel time and resources required to do so have been a 
challenge to fit into existing staff responsibilities. Thus, the PWE’s recent hiring of a Title VI Coordinator 
seeks to address these challenges, as the responsibilities of this position will be dedicated specifically to 
monitoring Title VI compliance and addressing community needs in relation to PWE projects, especially 
LEP populations and processes.  
 
As recommended in the Safe Harbor provision, PWE shall provide translation of vital documents for 
specific LEP populations if the specific population meets a significant number of 1,000 residents. Since 
potential Spanish-speaking LEP residents in Eugene meet this threshold, the City of Eugene will focus 
primarily on translation and interpretation for the Spanish speakers. Additionally, the provision suggests 
that vital documents must be translated when a significant number of LEP residents are likely to be 
affected by PWE programs, activities, and services. A document is considered “vital” if it contains 
information that is critical for an individual to obtain PWE services, rights, and/or benefits. PWE’s vital 
documents may include Title VI complaint forms, notices of activities (e.g. public meetings) or services 
(e.g. street construction), notices advising LEP persons of the availability of free language assistance, and 
language assistance requests. Vital documents involved in PWE project development and delivery process 
are predominantly notices mailed to abutting properties that include information about a project, 
opportunities for involvement, public meetings and public hearings, construction schedules and detour 
routes. 
 
PWE mails postcards to abutting properties at the earliest state of a project, prior to sending survey crews 
into the field to gather right-of-way data. This notice includes information about project development 
and timelines that may affect residents’ and street users ‘transportation expectations. Rather than mail 
two separate notices in two different languages (English and Spanish), PWE includes a statement in 
Spanish, when deemed necessary based on relevant demographic community data, that addresses the 
document’s most vital information and how they can access language assistance services through the City 
of Eugene. PWE considers this a more cost-effective and efficient approach for translating vital 
documents for the public. A link to the City of Eugene website is also included, and residents can access 

http://www.eugene-or.gov/documentcenter/view/2227
http://www.eugene-or.gov/documentcenter/view/2227
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webpages translated in Spanish that provide more information about accessing City services. The City of 
Eugene and PWE are cautious when translating webpages and web information, partly because of cost, 
but also to ensure that links take a LEP user somewhere that is actually useful.  
 
Translation and interpretation services are available for LEP individuals and they can request them in a 
variety of ways via phone request or in –person request. Depending on language assistance needs, PWE 
staff can coordinate language assistance for an LEP individual through phone service interpretation, in-
person interpretation, or written translation (Appendix E). PWE has an account with a telephonic 
interpretation service company (Language Line Services) for emergency language assistance or when a 
customer calls and needs language assistance. Instructions for how staff can use this service is also 
available (Appendix G).  
 
A list of translation and interpretation services and providers will be available with associated costs for 
services will be available to all PWE staff (Appendix F). This list also describes what types of content the 
individual or organization has translated or interpreted to ensure that staff can choose an appropriate 
service provider or individual for the situation of request. The cost of translation is the responsibility of 
individual departments or applicable project; thus, anticipated translation or interpretation services for a 
PWE project must be first approved through the PWE project budget process. 
 

Chapter 3: Language Assistance 
 
Public Works Engineering LEP Policy 
 
PWE seeks to provide language assistance to all residents for all relevant projects, regardless of federal 
funding. PWE staff shall inform members of the public that the City of Eugene will provide timely, free-of-
charge language assistance services and resources, in order to ensure meaningful access to PWE 
programs. PWE also prohibits practices that involve relying on a child to interpret or requiring individuals 
to provide their own translator or interpreter. 
 
The City of Eugene recognizes that the key to providing meaningful access for LEP individuals is to ensure 
effective communication exists. Thus, the City of Eugene provides language assistance services in two 
main ways: 1) oral interpretation either in person or via telephone interpretation services; 2) written 
translation services.  
 
Depending on the circumstances, the City of Eugene may provide oral interpretation through on-site 
interpreters or commercial telephonic interpretation services. PWE can access telephonic interpretation 
systems in emergency situations, especially if on-site interpretation is not immediately available. For 
other standard interpretation services, oral interpretation may be available by on-site interpreters, which 
may include community volunteers, community organizations, professional interpreters, and bilingual 
staff. 
 
The City of Eugene may also provide written translation of an entire document or short overviews of a 
document, including but not limited to webpages, signs, brochures, postcards, flyers or other outreach 
materials. Anticipated translation services for PWE projects should be approved through PWE and allow 
service providers ample time to conduct an accurate and appropriate translation service. 
 



 15 

The City of Eugene is committed to providing quality and accuracy of language services in order to avoid 
precluding individuals from basic rights and services. LEP individuals may have a limited ability to read, 
write, speak, or understand English. Yet, it is important to note that each individual may be competent in 
one or some types of communication (e.g. speaking), but be limited in others (e.g. reading or writing). 
Thus, LEP designations are highly context-specific; an LEP individual may possess sufficient English 
language skills to function in one setting but insufficient for another. In addition, interpreting is a complex 
task that combines several abilities beyond language competence in order to enable delivery of an 
effective professional interpretation in a given setting. A successful interpretation is one that faithfully 
and accurately conveys the meaning of an individual’s communication, reflecting the style, register, and 
cultural context of the message, without omissions, additions, or embellishments on the part of the 
interpreter. Therefore, language assistance services shall reflect the needs, language skills, and intent of 
LEP individuals when possible. 
 
Based on the Four Factor analysis provided above, PWE shall select an appropriate mix of interpretation 
and translation services that provide reasonable and meaningful results for LEP individuals. More detail 
regarding types of language assistance available at the City of Eugene and communication tools targeting 
LEP individuals is provided below. 
 

Communication and Outreach Tools 
 
NOTICE TO LEP INDIVIDUALS 
PWE will post notices in prominent physical locations, such as the main front desk of the PWE division, 
about translation services being available upon request at no charge. The notice will include a Language 
Identification Guide, which includes a list of languages to enable the LEP individual to identify their 
preferred language. Staff who interact with individuals in the field will be provided with Language Access 
Services cards, which they can give to potential LEP persons they encounter, whether they are requesting 
language assistance services or not. 
 
PWE staff will be trained on how to assist customers with language access services. Several of the City of 
Eugene’s webpages have been translated into Spanish (Appendix D) and PWE will develop a webpage 
specific to Title VI policies and processes, including Language Access, which will also link to a Request for 
Service form in English and Spanish. A Title VI email will also be posted for individuals to send email 
requests or concerns. Public notices about language access will also include taglines in Spanish, the most 
commonly encountered language in Eugene. 
 
STAFF RESOURCES & PROCESS 
The following resources will be available to any staff (both in print and digitally), who seek to assist an LEP 
person in providing language services: 
 

• Language Identification Guide (language list to enable the LEP individual to self-identify their 
language needs) (Appendix E) 

• List of available interpreters/translators at the City of Eugene with contact info to solicit 
assistance (Appendix F) 

• Language Access Services Instruction for staff (Appendix G) 
• Language Access Services cards to provide to potential LEP person at a project location (English 

and Spanish) (Appendix H) 
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Bilingual staff at the City of Eugene must demonstrate language competence through appropriate 
qualifications before being considered for extensive language translation or interpretation services 
related to PWE projects. Bilingual abilities vary in skill levels, as someone may be fluent enough to engage 
in direct communication in a non-English language but have insufficient fluency to interpret or translate 
from one language to another. Bilingual staff are not obligated to provide translation or interpretation 
services if requested and must get approval from their supervisor to ensure they have sufficient work 
capacity to complete a translation or interpretation project successfully.  
 
TRANSLATION SERVICES 
Consistent with the Safe Harbor provision, PWE staff will translate vital documents into Spanish, which is 
the most commonly-used language. While actions consistent with this provision are considered strong 
evidence of compliance, this provision is not a mandate and the provision provides no requirements for 
oral interpretation services. Thus, if PWE cannot provide translation in Spanish due to lack of budget, lack 
of staff capacity, or length of a particular document, different translation strategies will not equate non-
compliance.  
 
Considering the infrequent encounters with LEP individuals, the variety of languages spoken in Eugene, 
the expense of translating documents, the likelihood of frequent changes in documents, and the wide 
variety of documents that may not be considered “vital” per federal regulations, at this time it would be 
unnecessary to have any documents translated fully. However, when demographic assessments of a 
particular project location deem it necessary, PWE will translated vital information within notice 
documents to reach existing LEP residents in a particular area. The PWE Title VI Coordinator will monitor 
translation requests (and interpretation requests) to determine whether translation is appropriate for a 
particular project or service. As demographics evolve, annual reports will modify translation practices to 
ensure PWE meets the needs of existing and future potential LEP populations. 
 

Chapter 4: Staff Training 
 

Title VI Coordinator 
 
The PWE Title VI Coordinator shall attend and participate in personal Civil Rights, Title VI, and LEP 
trainings, as well as manage the Title VI training program for other PWE staff. Additional responsibilities 
of the Title VI coordinator include: 

1) Assessing communication and public involvement  
2) Developing, distributing, and tracking language assistance resources and services 
3) Serving as primary Title VI contact for community members (i.e. monitor email and call log for 

Title VI complaints) 
4) Developing outreach and partnerships with community organizations and networks 
5) Monitoring and evaluating compliance (i.e. reporting) 
6) Developing and leading demographic community assessment for project locations to determine 

additional LEP needs 
7) Participate in City of Eugene Language Access Team to develop and share relevant best practices 

and language access data 
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Annual Staff Training 
 
It is important that all PWE staff are aware of and understand how to assist LEP individuals in access 
language services that will ensure meaningful access to PWE programs and services. The Title VI 
Coordinator will conduct a mandatory annual Title VI training to PWE staff and will address the following 
LEP-related information: 
 

• Overview of relevant Title VI and LEP requirements  
• Overview of most recent demographics 
• PWE Language Access Policy 
• City of Eugene language assistance services 
• PWE language assistance materials, process, and instructions 

 
All staff will periodically receive refresher courses on policies, processes, and resources through regularly-
scheduled Title VI trainings – particularly as language access methods evolve. Language Access trainings 
will also focus on the importance of providing language assistance services, language skill competency, 
and ethical considerations when encountering LEP community members. Trainings will include 
procedures to help staff identify the language needs of a LEP individual, access and provide the necessary 
language assistance services, work with interpreters, request document translations, and track the use of 
language assistance services. Training will be tracked and reported within PWE’s Title VI Annual 
Accomplishments reporting to ODOT. 
 

Chapter 5: Outreach and Notification Techniques 
 
PWE’s federally-funded projects are predominantly pavement preservation projects; thus, encounters 
with LEP individuals will likely be the result of PWE’s staff reaching out to communities and working in 
locations where LEP individuals live and work. The project development and delivery process includes 
planning, design, and construction phases. Each of these phases involve public engagement 
opportunities, especially at the planning stage, which enables the public to get involved early in the life of 
a project and enables staff to customize communication tools (particularly Language Access) for 
subsequent steps of project development and delivery. 
 
The public involvement planning effort incorporates tools for identifying and meeting the needs of Title VI 
populations. The early involvement approach to public outreach provides an opportunity to identify LEP 
needs in advance of complex stages of a project, especially for Pavement Preservation Projects. PWE’s 
practice is to mail postcards to properties at three separate phases of the project process: 
 

Phase 1: At the earliest stage of a project, PWE sends a postcard via mail to residents that are directly 
adjacent to the project location. This notice includes information about the project scope and timelines. 
Depending on findings from the initial demographic analysis, postcards may also include an overview 
statement in Spanish, providing the most vital information of the project, along with a link to the website 
for additional language assistance services.  

 
Phase 2: After the construction is sent for bid, a wider postcard mailing reaches members in the 

neighborhoods that are most likely to use the street where the project is located. Depending on findings 
from the initial demographic analysis, postcards may also include an overview statement in Spanish, 
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providing the most vital information of the project, along with a link to the website for additional 
language assistance services. 

 
Phase 3: Once a contractor is selected and construction work is planned, a postcard will be mailed to 

the neighborhood members with information about the contract award and the dates and duration of the 
construction project. Depending on findings from the initial demographic analysis, postcards may also 
include an overview statement in Spanish, providing the most vital information of the project, along with 
a link to the website for additional language assistance services. 
 
Community demographic assessments and advance public notice will help to identify LEP needs for a 
particular project location. The findings from the assessment will also inform staff about whether they 
should make special arrangements to translate customized documents more extensively and/or arrange 
for oral translation of the documents with an interpreter. Demographic data will also inform staff 
regarding any need for on-site interpretation to accommodate LEP individuals in public meetings that are 
associated with a particular PWE project. 
 
The Title VI Coordinator will work closely with community-based organizations and community leaders 
that serve LEP populations in order to develop more culturally-appropriate outreach materials and 
techniques. Feedback from these organization and individuals will help to inform annual updates to the 
Language Access Plan. 
 

Chapter 6: Monitoring and Updating  
 
Consistent with federal guidelines, PWE will have an ongoing process to monitor its language assistance 
policies and procedures annually, and to evaluate the Plan’s effectiveness at serving LEP individuals. Any 
findings from monitoring, community feedback, or new demographic data will be considered when 
updating the Language Access Plan. The PWE Language Access Plan will be reviewed annually as part of 
the Title VI Annual Accomplishments Report and will address the following: 
 

• Changes in demographics, updated census data and population maps 
• Community organization and individual feedback 
• Data tracked regarding language assistance requests 
• Additional documents, services, or activities that need to be made accessible to LEP individuals 
• Consideration of new resources including funding, collaborations with other agencies, emerging 

technologies, and other mechanisms for ensuring improved access for LEP individuals 
 
PWE will monitor the primary language of LEP individuals that seek and receive language assistance. This 
data will help to better identify and address the changing needs of LEP communities and outreach 
techniques will be adjusted to meet new needs. The integration of LEP Plan monitoring with the Title VI 
Annual Accomplishments report will also ensure that LEP-related complaints are tracked and reported to 
meet federal guidelines. 
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APPENDICES 
 

Appendix A: 
 

Executive Order 13166: Improving Access to Services for Persons with Limited English 
Proficiency 
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Appendix B: 
 

City of Eugene Non-Discrimination Statement,  
City of Eugene Non-Discrimination Agreement, and 

City Ordinance (Eugene City Code 4.613) 
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Appendix C: 
 

City of Eugene Spanish Translation Webpage 
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Appendix D: 
 

Language Access: Staff Self-Assessment Survey 
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Appendix E: 
 

Language Identification Guide 
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Appendix F: 
 

List of Translators and Interpreters 
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Appendix G: 
 

Language Assistance Staff Instructions  
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Accessing Telephonic Language Services 

 
 
Purpose: The purpose of this procedure is to provide instructions for PWE staff to follow when answering phone calls or assisting in-person limited 
English speakers (LEP) in the PWE office. 
 

Please email Lacey Johnson (ljohnson@eugene-or.gov) after you’ve used the telephonic services to help a customer, in order to better track 
language assistance requests in PWE. 

 

Type of Telephonic Language Service 
Language Service Company: Language Line Services 

When receiving a phone call from an LEP person… In-person LEP customer… 

 
1. Identify which language the customer speaks and/or ask 

the customer to identify what language they speak. If you 
can, identify whether or not the speaker is speaking 
Spanish. Try to let the customer know you are calling an 
interpreter, which is free-of-cost to them. 

2. Put caller on “CONFRN” 
3. Dial 1 (866) 874-3972 or 1 (800) 752-6096 
4. Enter Client Code: 542954 (only Public Works) 
5. Press 1 for Spanish language interpretation 
6. Press 2 for all other languages (other than Spanish) 
7. Enter Access Code: 1820 (only Public Works) 
8. When interpreter is connected, conference in customer by 

selecting “CONFRN”.  
9. Work with interpreter to communicate with customer 

when all three parties are on the line. 
COST: Telephone Interpretation: $1.95/minute 

 
1. Identify which language the customer speaks using the Language 

Identification Guide. Try to let the customer know you are calling an 
interpreter, which is free-of-cost to them. 

2. Dial 1 (866) 874-3972 or 1 (800) 752-6096 
3. Enter Client Code: 542954 (only Public Works) 
4. Press 1 for Spanish language interpretation 
5. Press 2 for all other languages (other than Spanish) 
6. Enter Access Code: 1820 (only Public Works) 
7. When interpreter is connected, hand the phone to the customer or 

put the interpreter on Speaker.  
8. Work with interpreter to communicate with customer. 

COST: Telephone Interpretation: $1.95/minute 
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Appendix H: 
 

Language Access Services Card 
 


	TABLE OF CONTENTS
	Chapter 1: Introduction
	Policy, Purpose and Plan
	Background
	Authorities

	Chapter 2: Four Factor Analysis
	Factor 1: Number of Proportion of People
	Factor 2: Frequency of Contact with the Program
	Factor 3: Nature and Importance of the Program
	Factor 4: Available Resources and Cost

	Chapter 3: Language Assistance
	Public Works Engineering LEP Policy
	Communication and Outreach Tools

	Chapter 4: Staff Training
	Title VI Coordinator
	Annual Staff Training

	Chapter 5: Outreach and Notification Techniques
	Chapter 6: Monitoring and Updating
	APPENDICES
	Appendix A:  Executive Order 13166: Improving Access to Services for Persons with Limited English Proficiency
	Appendix B:  City of Eugene Non-Discrimination Statement,  City of Eugene Non-Discrimination Agreement, and City Ordinance (Eugene City Code 4.613)
	Appendix C:  City of Eugene Spanish Translation Webpage
	Appendix D:  Language Access: Staff Self-Assessment Survey
	Appendix E:  Language Identification Guide
	Appendix F:  List of Translators and Interpreters
	Appendix G:  Language Assistance Staff Instructions
	Appendix H:  Language Access Services Card


